‘ 1 Payroll

Requesting and Using Compensation Time (PSA Employees)

I. On the CCRI home page, hover over “Login” and choose “MyCCRI” from the drop-down menu.
@i Community College of Rhode Island ‘ HS ] ik Senving Login ~ Q =

Institution

Student Email

Faculty/Staff Email
Blackboard

Banner

2.

Local M

Secure Login

Single Sign-on Login to MyCCRI Login to Office 365

For Students
For Faculty and Staff

When your activity is complete, always log out of the

system and close your browser. This will help to ensure ﬁ a o u n

the security of your account information.

3. Enter your CCRI username and password, then click “Sign In.” You may be taken directly to
MyCCRI home page without entering your credentials if you are already logged into the system on a
different tab. { : ’

e Enter your CCRI Username and Password.

— Username:

‘ dknight

Remember me for 30 days

[
=7 Find YOur username

2 Forgot your password?

‘When your activity is complete. always log out of the system and be
sure to close your browser Closing the browser will help to ensure the
security of your account information

Pushed a login request fo your device...

& Communicy College of Rhode lsland
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4. Once in MyCCRI, select the “For Employees” tab.

5.

Rev. 9/19/23

iding resources & tools

for students, faculty & staff.

Welcome Drew Knight
Ao | VTR Drew Ko 8 =8 8 @
Content ut U are currently loggad in. )
Auguse 24,2022 Faculty/Staff Student Logout Hzlp

MyCCRI Support myChannels mylnfo For Employees For Finance

Mental Health and Wellness Support

ra
L
=2

FREE 24/7
Mental Health

vl D Eni
s | Wt 2 89 8
Cantant Layous. | 104 37% currently logged in i o
Angus 24, 2013 Saultyimf Sudent  Logous  Heln
MyCCRI Support myChannels mylnfo For Employees For Finance
P n w
Employee Dashboard La T

Employee - A
Dashboard INEVV:

CCRI has launched Employee Self Service to make key personnel information readily available.
CCRI Employees can now find HR and Payroll information in one simple place.
Use the employee dashhoard for:

submitting time and leave reporting

viewing available leave balances

viewing and maintaining your employee profile

submitting tuition waivers and remote work agreements

Employee Dashboard
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6. In the Employee Dashboard, select the four-square icon in the top-left corner.

o3 ‘ Knight, Drew

Employee Dashboard
Employee Dashboard

k

Knight, Drew Leave Balances as of 08/24/2023
Personal in @ Sick in hours @ Vacation in @
hours hours

7. In the side menu, select “Banner,” then “Employee,” and finally select “Time Compensation Request
Form” to be taken to the next screen.

(K

Banner

ﬁ' & Knight, Drew

Balances as of 08/24/2023

nal in @ Sick in hours @ Vacation in @

; hours

ﬁ & Knight, Drew

< Banner

Schedule Accuplacer Appointments

‘Employee >
>

Finance

Balances as of 08/24/2023

nal in @ Sick in hours @ Vacation in @

; hours

‘;I| L ‘ Knight, Drew

{ Employee

¥

Update Campus Address
Electronic Personnel Action (EPAF)

2023
Testing Appointments

ickinh Vacation i
-Time Compensation Request Form e hours @ hi;?slonm @

Remote Work Agreement
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8. With the form open, enter “OT Date,” “From,” “To,” “Clk. Hrs,” and “Reasons for OT.”

. COMMUNITY COLLEGE

OF RHODE ISLAND

Finance

Search|

COMMUNITY COLLEGE OF RHODE ISLAND
Overtime Request Form for CCRIPSA Members and BOE Employees

-APPROVED
ORMED

OVERTIME MUST BE SUBMITTED &
(2) TWO WEEKS PRIOR TO WO

eﬂoyee Name: Drew Knight

co# 12341234

OT Date:  [mm/dd/yyyy & FROM:[8:00 AM v| TO:4:00PM ~| Clk.Hrs: [ | Reason for OT: [ |  ForHome Dept: ® Yes O No Fund org
OT Date:  [mm/dd/yyyy & FROM:[8:00 AM v| TO:4:00PM v| Clk. Hrs: [ | Reason for OT: | |  For Home Dept: @ Yes O No Fund org
OT Date: IW‘ FROM:[8:00 AM v| TO:[4:00 PM ~| Clk. Hrs: I:l Reason for OT: | | For Home Dept: @ Yes O No Fund org
OT Date:  [mm/dd/yyyy FROM:[8:00 AM_v| TO:[4:00PM v| Clk. Hrs: [ | Reason for OT: For Home Dept: @ Yes O No Fund 101010 | Org [30005
OT Date: FROM:[8:00 AM v| TO:4:00PM v| Clk.Hrs: [ | Reason for OT: For Home Dept: @ Yes O No Fund [101010 | Org [30005
OT Date: FROM:[8:00 AM_v| TO:#:00PM v| Clk. Hrs: [ | Reason for OT: For Home Dept: @® Yes O No Fund [101010 | Org [30005
OT Date:  [mm/dd/vyyy =] FROM:[8:00 AM v| TO:{4:00 PM v| Clk.Hrs: [ | Reason for OT: For Home Dept: @ Yes O No Fund [101010 | Org [30005
OT Date:  [mm/dd/yyyy & FROM:[8:00 AM_v| TO:4:00PM v| Clk. Hrs: [ | Reason for OT: For Home Dept: @ Yes O No Fund [101010 | Org [30005
OT Date: mm/ dd/yyyy FROM:|8:00 AM ~| TO:[4:00 PM +~| Clk. Hrs: I:l Reason for OT: For Home Dept: @ No Fund 101010 0Org |30005
OT Date: mm/dd/yyyy FROM: TO: Clk. Hrs: I:| Reason for OT: For Home Dept: @ No Fund 101010 0Org |30005
OT Date:  |mm/dd/yyyy FROM:[8:00 AM_v| TO:4:00PM v| Clk. Hrs: | | Reason for OT: For Home Dept: & No Fund [101010 | Org [30005
OT Date:  [mm/dd/yyyy & FROM:[8:00 AM_v| TO:4:00 PM _v| Clk. Hrs: [ | Reason for OT: For Home Dept: @ ) No Fund [101010 | Org [30005
OT Date:  [mm/dd/vyyy & FROM:[8:00 AM v| TO:4:00PM v| Clk. Hrs: [ | Reason for OT: | | For Home Dept: No Fund Org
OT Date: FROM:W TO:W Clk. Hrs: I:l Reason for OT: \ | For Home Dept: @ No Fund Oorg
Employee's Home Department  Asst to the President's Office Fund 101010 Org 30005

Method of Compensation Requested: (Check One)

Comp Time ® Pay O

[ T am grandfathered to receive time and one-half for hours in excess of the established work week per CCRIPSA Contract Memorandum of Agreement #5.

RELEASE: 8.21

a. Enter the date the compensatory time will be used, the start and end time, and enter the total

amount of hours.

Drew Knight
FROM:[4:00 PM ~| TO:&:00 PM ~| Clk. Hrs: |2

Employee Name:
OT Date: |[08/31/2023 &

b. Next to ‘Reason for OT,’ enter the reason for the nheeded compensatory time in the text field

Reason for OT: |Special project |

c. Check of ‘Yes’ if the hours are needed for your home department. In addition, confirm that the
auto-filled Fund and Org codes are accurate.
CRI ID # 12341234
For Home Dept: @® Yes O No Fund [101010

| Org |20005 |

If you need more Compensatory time on a separate day or for a separate reason, follow the same
directions to fill out any additional lines before submitting.
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9. Underneath the table, select “Comp Time” for the Method of Compensation.

Method of Compensation Requested: [Check One) Comp Time ® pPay O

10. Lastly, check off the grandfather clause acknowledgment before submitting the form.

I am grandfathered to receive time and one-half for hours in excess of the established work week per CCRIPSA Contract Memorandum of Agreement #5.

EASE: 8.21

Once submitted, you’ll be brought to a new screen that looks like this:
. COMMUNITY COLLEGE

OF RHODE ISLAND

[N TR | Finance

Search | |

Submission successful!
Compensation type: Comp Time

Grandfather indication: YES

OT Date Clk. Hrs Reason for OT Fund Org

31-AUG-2023 2 Special project TEST 101010 30005
RELEASE: 8.21

I'l. Once approved, your Compensatory time will appear on your Employee Dashboard under “Leave
Balance.”

m| 3 a &' Knight, Drew

Employee Dashboard

Employee Dashboard

Knight, Drew Leave Balances as of 08/28/2023

My Profile Personal in hours @ Sick in hours @ Vacation in hours

Compensatory Time in
hours

Full Leave Balance Information

Knight, Drew Leave Balances as of 08/28/2023

My Profile Personal in hours @ Sick in hours @ Vacation in hours

Compensatory Time in @

hours

Full Leave Balance Information
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2. To use your Compensatory time, go to the Employee Dashboard and select “Enter Leave Report.”

Pay Infi ti v
ay Information # My Activities

Latest Pay Stub: 08/18/2023 All Pay Stubs

Earnings

Enter Leave Report

Job Summary

Employee Summary N Approve Time

Approve Leave Report
Approve Leave Request
Effort Certification

Labor Redistribution

I3. Select “Start Leave Report™ on the corresponding pay period.

LG R

Employee Dashboard « Leave Report

Leave Report

Approvals Timesheet Leave Report Leave Request
Leave Report Period ~
Leave Period Hours/Days/Units Submitted On Status
Accountant, 123456-00, C, 30005, Finance 'C Prior Periods
v
Mot Started | Start Leave Report |

I4. Click on the day in the pay period where Compensatory time was taken. Use the arrows to go to
the previous or following week.

ml ] 'b & Knight, Drew

Employee Dashboard « Leave Report « Accountant, 123456-00, C, 30005, Finance

Accountant, 123456-00, C, 30005, Finance £J Leave Balances

08/27/2023 - 09/09/2023 2.00 Hours G}
SUNDAY MONDAY TUESDAY WEDMNESDAY THURSDAY FRIDAY SATURDAY
26 28 29 30 31 1

<

Rev. 9/19/23 www.ccri.edu/payroll 6
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I5. Below the week calendar, press “+ Add Earn Code” and select “Comp Time Taken” from the Earn

Code drop-down menu.
(¥} Add Earn Code

Earn Code

Select Earn Code ~

Jury Duty

Leave wio Pay With Benefits

Union Business

Parental Leave

Comp Time Taken

16. Enter in the number of compensatory hours used on that day. Only use up to as many
compensatory hours that have been approved, otherwise they will not process.

(@ Add Earn Code

Earn Code

Comp Time Taken

Exit Page Cancel Save Preview

Rev. 9/19/23 www.ccri.edu/payroll 7
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I7. 1'll appear on the calendar and underneath it when the date is selected.

ﬂ' — L & Knight, Drew

Employee Dashboard « Leave Report « Accountant, 123456-00, C, 30005, Finance

Accountant, 123456-00, C, 30005, Finance :J Leave Balances

08/27/2023 - 09/09/2023 | 2.00 Hours (i)
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY
26 27 28 29 30

<

Comp Time () 2.00 Hours

Total: 2.00 Hours

Repeat these steps if Comp Time was also used on another date in the same pay-period.

18. Select “Preview” at the bottom of the screen.
{¥) Add Earn Code

>

Comp Time (3 2.00 Hours s 0

Total: 2.00 Hours

Exit Page Cance Save Preview

Rev. 9/19/23 www.ccri.edu/payroll 8



http://www.ccri.edu/payroll

Payroll

[9. You can add comments in the text field provided for addition information or clarification.
Leave Report Detail Summary

Accountant, 123456-00, C, 30005, Finance @
Pay Period: 08/26/2023 - 09/09/2023 | 2.00 Hours n Progress  Submit By 09/09/2023, 11:59 PM

Time Entry Detail

Date Earn Code Shift Total
08/31/2023 CTT, Comp Time Taken 1 2.00 Hours
Summary

Earn Code Shift Week 1 Week 2 Total

CTT, Comp Time Taken 1 2.00 2.00 Hours

Total Hours 200

Routing and Status

Name Action
Criginated On 09/01/2023, 09:53 AM by Knight, Drew
Submit By 09/05/2023, 11:59 PM

Liston, Bethany In the Queue

Comment (Optional):

Comp Time taken for Special Project

1965 characters remaining

20. Certify that the time you entered is accurate by checking off the box towards the bottom of the
screen and then select “Submit.”

certify that the time entered represents a true and accurate record of my time. | am responsible for any changes made using my ID.

‘ Return ‘

21. This notification will appear in the upper right-hand corner of the Employee Dashboard once the
leave report has been submitted.

-]:!- &4 Knight, Drew

@ Leave Report submitted successfully.
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